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Access the K-12 Assessment Reporting Portal and Manage Access Tool

Through the new K-12 Assessment Reporting Portal, educators, using their College Board Education

Professional accounts, can analyze score data from the SAT®, SAT Subject Tests™, PSAT/NMSQT® ,
PSAT™ 10, and PSAT™8/9. A single sign-in grants access to all score data.

In order for educators in your district/school to gain access to the K-12 Assessment Reporting
Portal, you must first log-in to the Mlanage Access Tool and create users for your institution. Follow
the guideline below to establish data access for your district/school staff through the Manage Access

Tool.

Quick Definitions

DAT for Assessment Reporting K12
(Access Manager)

report portal.

Each district/school needs to identify at least one
staff member that manages access to the sore

This role allows you to assign any of the four roles listed
below (including this one). Access Managers cannot view
data; rather, they are responsible for logging into the
system and determining the appropriate level of access to
data for all other staff — principals, assistant principals,
curriculum specialists, counselors, and teachers.

Management
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Assessment Reporting K12 Data Files

Assign this role to colleagues in charge of uploading re-
sults into your local data systems. Users with this role may
be IT vendors hired by institutions, institution technology
staff, or other institution staff.

Assessment Reporting K12 Summary

Assign this role to colleagues who need to view aggregate
level reports for your institution. This reporting role will
not have access to personally identifiable information of
students.

Assessment Reporting K12 Detail

Assign this role to colleagues who need to view aggregate
level reports and student-level reports for your institution.
This reporting role will have access to personally
identifiable information of students.

STEP 1 Create College Board Education Professional Account

To access the reporting portal, individuals must have a College Board Education

Professional account. This must be completed prior to setting up users.

Pasaword:

Where do I find g

this? ®

https://www.collegeboard.org
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- Logging into the Manage Access Tool to Support K-12 Assessment Reporting

An access code is required for an Access Manager to log-in and create users for the K-12

Assessment Reporting Portal.

¢ Log in to your professional account

e (Click the ‘General’ section on your dashboard

e Select the ‘Managing Access to Support K-12 Assessment Reporting’

link

e Enter your ‘professional organization’ from the drop down menu and

enter your access code.

Where do I find my o
access code?

Communications were sent to
PSAT/NMSQT Coordinator or call
the PSAT-Related Assessments
Helpline at 888.477.7728

e Insome cases, multiple institutions may be available in the drop down

menu, please be sure that you are selecting the correct institution for

your access code.

My College Board Professional Account

My Tools And Services

Tool or Service My Role Expf
AP® Teacher Community » NA NA

College Board Institutional Ordering » NA NA

*Dates in red are close to expring. Select Edit to upaate

Add Additional Tools And Services
- Recommended Tools and Services

We've selected these tools and services based on your job functon of Academi {

» College Board Search Request Access
» K12

+» Higher Education

» College Board Communities Get Access

Get acc
Assessment Reporting
<back

Managing Access To Support

In orger 1o access your instiution's Managing Access for

2ss to Managing Access to support

Assessment Reporting Enrollment Information

Assessment Reporting, salect your mstifuion and enter the access code provicad by the

College Board. Once valdated, you wil have access %0 manage user accounts for SATE® score reporting for your institution

If you have not received an access coce, piease call 1-855-475-3536 (oll free in the United States and Canada) for assistance

Provide your access information
Professional Organizatson:

Coliege Board DI Operations S end L [w]

Access Code:

! PVRGTY i

Enroll L olevm

Your access

» Collens Reard Onling Store Get Access
v manaeyng ACCess 10 support Higher Ed Assessment Reporting Get Access

» Managng ALCESS 10 SUPDOM K-12 Assessment REporing Get Access

» Professional Test Administration Trainng Get Access

- Accept Terms & Conditions for Use

The next screen after your initial login will require an agreement to the terms and

conditions for use. Please carefully read the material and accept in order to gain access.
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STEP 4 Manage Existing Users

Access managers can view, assign, and manage access granted to individuals at their
institution (or to vendor users, as appropriate).
e View all current access

e Revoke access for departing

Managing Access

us- ers
Please select an organization and see all the resuling users You can then 83sign the roke from the sele<tion 10 the users
. Organization:  Sue Landers High School > Role:  Asst Reporting K12 Detad  [] ﬂ
How do I know if staff 9
created Education o row[ 10 (3] e o] o
= Access

Pl’ofess10nal Email Address *| Expieaion *

2 9 Garcis, Josh josh@test com Other - K-12 NA
Accounts L Garcis, Joshua joshus_garcia@epioniine org AP Teacher NA

Van Epps, Josh vanepps@c ollegeboard org District Staff July 1, 2028

Staff with Education
Professional Accounts will < —

appear on this screen.

STEP 5 Invite New Users

Access managers can provide access to users who do not have College Board
Education Professional Accounts. When you invite users to their access role, an
email will be sent. The user will need to request a College Board account (see
Step 1). Once an account is created, the role will be active.

Managing Access
Do I need to forward the access ? e
code to invited users? [ P
. . First Name: Josh
An access code is only required for the s ——
ast Name: Van Ecos
Access Manager. Every additional user will E-mait Addrees:

only need a College Board Professional
account

Organization: Sve -
Role: DAT for Assmt Reporting K12 [
Role Expiraton Date: 2016-07-01

Add Another Role
Roles for this Invitation

X Swe Landers High School , Assmt Reporting K12 Detadl , 2016-07-31
X Swe Landers High School , Assmt Reporting K12 Data Files Mgmt , 2015-2.31
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STEP 6 Access Educator Reports

Accessing the K-12 Assessment Reporting Portal will require acceptance of the Site Terms and Conditions

upon each users’ initial log-in.

The home screen will serve as the central reporting portal that allows invited users to easily configure and
run online reports and apply filters for data analysis.

©) CollogeBoard  Assesiment Rugortng

You have successfully registered your Can I aSSIgn auser .
account! multlple roles?

Yes! Select ‘Add another
role’ within the ‘Invite
new user’ form.

Fall 2015 Spring 2016

‘>

I have more questions. Who can I call? o

Speak to a real person by calling the PSAT-Related Assessments Helpline at 888.477.7728 . We'll be
more than happy to walk you through the process.

Notes

Use the space below to keep record of the personnel from your district/school who have been assigned access to the tool.

Name Role Assigned Date Assigned



